Online Submission of Financial Reports

The Department of Charitable Gaming now offers an online service for the filing of Quarterly and Annual Financial Reports. To use the
service, an electronic payment account must be created with DCG via the online registration process. Please read and print the
following information before proceeding to the online service.

The Online Financial Report service includes the following:

e Password protected access to your organization’s information, current and previously submitted online Quarterly and Annual
Financial Reports.

e Reporting for receipts, disbursements and cash reconciliation.

¢ Automated calculation of report field values

e Online “Help” for clarification on various report fields.

e Ability to save working version of the report to be completed at a later time.

Electronic payment of administration fees, including late fees and carry over balances, via ACH debits or by credit card.

General Instructions

Prior to using this service, your organization must complete the Electronic Financial Filing Authorization Form and forward it to the
Department of Charitable Gaming, 101 N. 14th Street, Richmond, VA 23219. Once the completed forms have been mailed to the
Department of Charitable Gaming (DCG), the authorized submitters will be emailed an authorized submitter number and temporary PIN
which will be used to establish a User ID and password for accessing this service.

You may want to print the Help File or a blank Quarterly Report form (pdf format) or Annual Report form (pdf format) prior to beginning your
report




The flrst “me you access the System’ Commonwealth of Virginia : : Governor of Yirginia | Web Policy | FOIA Polic
go to the DCG webpage: Department of Charitable Gaming

www.dcqg.virginia.gov, proceed to
“FlnanC|a| RepOI’tlng”, then tO Gaming lmrr.i’:"‘"‘“’s Information
“Creating User ID and Password for 0""9'"'0-90"

Electronic Financial Reporting”.

Enter the Authorized Submitter

Charitable General Statute & Game Financial Contact

Ll Regulations S Training Reporting the DCG

Front Page welcome to the Department of Charitable Gaming {DCG

Hew Users: Before ertering your financial information, you must first create a User ID and Password

Number and PIN that was emailed to N Athorised Submitor Humber
H e (This is the four digit DCS number followed by a dash followed by & two digit number supplied to you by DCG. Mote: If your DCG Mumber is less than four digits, you must enter I
yOU The PIN IS Case SenSItIVG leading zeros.)

PIH I—
(This was also supplied to you by DCG)

Create User ID/Password I

Press the Enter key, or click on the
"Create U ser I D\PaSSWO rd" b utton . Returning Users: Click the Login button below to erter your User 1D and Passward

Login |

»
)
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License"

Enter a" fle|dS and C||Ck on the Front Page ] _ ing the User ID and Password for Electronic Financial Reportin
n Reg iSte r" b utton Please complete the following form to register:

Complete the required inforation and choose a User 1D and s Password . This User ID and Password wil be your means to access the online portal to submit financial reports to the DCG. You will be asked to
create & secret guestion and provide an answer. The answer to this question can be used to change your password should it be misplaced or forgotten
Fields marked with an ssterik (*) are required for registrstion

Upon completion of this form, click the Register button st the bottorn of the page to submit your registration. “You will then be asked to login before submitting financial reports.

) I "SSN:I

First NamE-IJUhn (Enter last 4 digits anhy)

| *Birth Date:

Last Name.|Srmth (Enter in mméddiyyyy format include slashasjl
*User ID:I

(Minimum 8 sharasters)

*Password: *Confirm Passwnrd:l
(Minimum B characters [}g

*Enter Your Secret
(Ex: Wwhat is you mother's mainden name?
Wohat is your favorite color?)

*Enter the Answer to Your Queslinn:l

Emaik| jsmith@@aol.com Phone: |BD41 112222



http://www.dcg.virginia.gov/

This screen will be displayed verifying
your registration.

If you are ready to begin entering
your financial report. Click here to
continue to the login screen.

Front Page

“ou have been successully registered.
Click hiEre to login using your nesy Username and passward.,

When you are ready to enter your
financial report, go to the DCG
webpage: www.dcg.virginia.qov,
proceed to “Financial Reporting”, then
to “Submit Report Electronically.”

Enter your User ID and Password

Press the Enter key, or click on the
"Login" button.

If you have forgotten your User ID or
Password, you can click on the blue
here link. After verifying your
registration information including the
answer to your secret question, your
User ID will be displayed and you will
be allowed to establish a new
password.

Eront Page

Login for Submitting Financial Reports

To login, enter the username and password you created during the registration process.
If you have forgotten your User ID or Password, click here.

User I I

Password: I

After you successfully log in, this
screen will be displayed.



http://www.dcg.virginia.gov/

To enter or print a financial report,
click Enter Financial Report in the
upper left-hand corner of the screen.

To logout of the system, click on
Logout in the upper left-hand corner
of the screen.

Enter Financial Repart

Logout

Authorized Submitter/Enterer

John Smith

Below are the authorities currently on file for submission of financial reports with the DCG:

Autharized Submiter 1384-01 Cerificate Authorized Cerdificate Active
Mumber: Type: Submitter Status:
Issued: 1042872004

After Enter Financial Report is
selected, this screen will be
displayed.

To enter a financial report, click on
the DCG Number.

Depending on the current reporting
window, you will be given access to
either the Quarterly or Annual report
functions.

NOTE: Please note you must submit
the 4th Quarter report prior to
submitting the Annual Report. The
reason for this requirement is that
calculations from the 4th quarter are
factored into the annual fee.

To print a financial report, click on
print .

To logout of the system, click on
Logout in the upper left-hand corner
of the screen.
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Logout

To submit a financial report, click on an underlined DCG number from the list below:

Quarterly Financial Report
Start Date Status Print

Created Erint

Submit Date Submitted B

DCG Number
G354 Jan 01, 2006

Due Date
Jun 01, 2006




Upon selecting to enter a report, you
will be presented with an organization
information screen. You must verify
the information included on this
screen.

If your name is displayed in the
Contact Person Information and if you
are still authorized to submit financial
reports for your organization, you
must click in the checkbox and then
click on the "Continue" button to
proceed to the next report screen.

If the information is no longer valid,
you must contact DCG by email at
webmaster@dcg virginia.gov or by
phone at (804) 225-2598.

Home
Logout

Qrganization Information Contact Person Information
Moose Lodge - DCG# 9384 John Smith

P. &. Box 602
Amywhere, VA 222220000

If you are not the person displayed above or are not authorized to enter/submit financial data on behalf of the displayed charitable gaming
organization, please do not continue this process and contact wa DCG for further instructions {B04-225-2598). If the above data is correct, click your
computer's mouse in the box below and then dick the "Continue" button to proceed,

O

Cancell Cantinues.. |

Upon confirming your organization
information, you will be presented
with a screen for Part 1 - Receipts.

At this point, you will begin entering
report values. ENTER NUMERIC
VALUES ONLY (no commas or dollar
signs, Example: enter 10000.89 not
$10,000.89).

To move from field to field, use the
mouse cursor or tab key. As you
enter values in the form fields,
calculations will begin to appear for




line items 6, 8 and10.

To navigate through the report, the
following buttons must be used:
“Complete Part" - Saves the current
screen’s information and designates
the part completed by having a check
in the box to the left of the part.

“Save and Continue Later” - Saves
the current screen’s information and
returns to the report selection menu
screen. The report can then be
accessed and completed at a future
time.

“Finished” - This should only be used
when you have completed all of your
entries and are ready to submit the
report to DCG and pay any applicable
fees.

Clicking on a blue underlined Part on
the left-hand side of the page saves
the current screen’s information and
moves to the selected part.

Example click on Part 3 - Expenses
to display the page for Part 3. You
cannot click on the box to the left of
Part 3 - Expenses.

Note: The parts can be entered in
any order.

Clicking on any blue ? at the far

You are filing form 'Quarterly Financial Report'

[T Part 1 - Receipts
IT part 2 - prizes

[T Part 3 - Expenses
™ Part 4 - Cash Reconciliation

[T part 5 - pequested Information

IT part 6 - Fees

. Bingo Paper Sales Before Discounts

. Electronic Bingo Device Sales Before Discounts

. Bingo Session Instant Bingo, Seal Cards, Coin Board Sales
Bingo Session Treasure Chests and Raffle Sales

Bingo Session Miscellaneous Sales (Daubers, Tape, etc.)
GROSS RECEIFTS FOR ALL BINGO SESSIONS

. Discounts Given

CADIUSTED RECEIFTS FOR BINGD SESSIONS

O o e s W e

. Raffle and other Qutside Gaming Sales
10, TOTAL RECEIFTS FOR QUARTER

I Clmd = Dlsd by Clesd 2 Clemd 0 e

™ No gaming proceeds this quarter

Complete Part Sawve and Continue Later Finished




right-hand of the screen opens the
Help File with additional information.
For the example at the right, the blue
?_at the far right of line 3 in Part 1
was selected.

If your organization had no gaming
activity for the quarter being reported,
click on the check box for “No
Gaming Proceeds This Quarter’
located at the bottom of the page.
This will automatically fill all blanks
with zeros and mark all parts of the
report as complete.

Help Example:

'69.25.26.144 /dcg financials /SubmissionHelp.html - Microsoft Internet Explorer

J File Edit hw | Favorites Tools  Help |

J 4=Esch - = - @ o} | @Search [He] Favorites @History | %- = - ;:é

| address @] http:jJ69.25. 26, 144/dcg%:20financials/SubmissionHelp b7 ~| e |JLinks ®

Line 3 - Bingo Session Instant Bingo, Seal Cards, Coin Board Sales

Enter the gross receipts from all instant bingo, seal card, and coin or merchandise boards sold in conjunction with an orgamzation's bingo games.
Line 4 - Bingo Session Treasure Chests and Raffle Sales

Enter the gross receipts from all treasure chest and raffles sold in conjunction with an organization's bings games.

Line 5 - Bingo Session Miscellaneouss Sales (Daubers, Wands, Tape, etc.

Enter the gross receipts from the sale of daubers, tape, and other ttems if purchased with garmmg fimds.

Line 6 - GROSS RECETPTS FOR ALL BEINGO SESSIONS

This line was calculated by adding ines 1 through 5.

Line 7 - Discounts Given

Enter the total amount of discounts given during the quarter. Discounts include coupons or any other means where a player does not have to pay full prrice for an
admissions pack. Do not include door prizes here. Door prizes are not discounts, they are prizes.

Line 8 - ADJUSTED RECEIPTS FOR BINGO SESSIONS

Thiz line was calculated by subtracting Line 7 from Line 6.

Line 92 - Raffle and other Outside Gaming Sales

Enter the gross receipts from the sale of raffle tickets and other cutside gatmng.

Line 10 - TOTAL RECETIPTS FOR QUARTER

This line was calculated by adding Line 8 to Line 9.

Line 11a - Audit and Administrative Fee

This line was calculated by multiplying Line 10 by 1.125%

Line 11b - Late Filing Penalty

If the report is not filed by the due date a late filing penalty is due. Multiply £25 times the mumber of days the report is late.
Line 11c - TOTAL FEE DUE WITH REPORT

Line 11x - Winner-Take-All Receipts

Enter the total of all winner-take-all receipts for the repott period.

Line 11y - Bingo Attendance {Customer Count)

Enter the total number of bingo players in attendance for all report period.

Line 12a - Bingo Games (Regular, Special, WTA, Jackpot, and Lucky 7, Decision Bingo)

Enter total amount paid cut in bingo game prizes.

Line 12b - Bingo Session Instant Bingo, Seal Cards, Pull- Tahs

Enter total cash prizes paid for all mstant bingo and seal card games. Do not include merchandise prizes. Merchandise costs should be included i either Line 15
or Line 20

Line 12c - Bingo Session Tresure Chects and Raffles

&] Done ’_’_|@ Internet

=
4

Select Part 1 — Receipts




Part 1 will be displayed. At this point,
you will begin entering report values.
ENTER NUMBERIC VALUES ONLY
(no commas or dollar signs.

Example: 10000.89 not $10,000.89)

After you have completed Part 1, click
on the complete button at the button
at the bottom of the page.

Note: the check box to the left of Part
1 — Receipts now is checked.

Even though a part has been
designated as being complete, you
can still return to that part and make
changes. Once the finished button is
selected, you can no longer make
changes.

You are filing form "Quarterly Financial Report' Part 1 - Receipts

¥ Part 1 - Receipts
7 Part 2 - Prizes

[T Part 3 - Expenses
[T Part 4 - Cash Reconciliation

[T Part & - Requested Information
¥ Part 6 - Fees

. Bingo Paper Sales Before Discounts

. Electronic Bingo Device Sales Before Discounts

. Bingo Session Instant Bingo, Seal Cards, Coin Board Sales
Bingo Session Treasure Chests and Raffle Sales

. Bingo Session Miscellaneous Sales {Daubers, Tape, etc.)

. GROSS RECEIPTS FOR ALL BINGO SESSIONS

. Discounts Given

ADIUSTED RECEIPTS FOR BINGO SESSIONS

. Raffle and other Cutside Gaming Sales
10, TOTAL RECEIPTS FOR QUARTER

$ 20,107, 00
000
g| 35,723.00
§ o000
g 100
¢f 55,271.00]
§ o000
¢] 55,971 00]
§ oo
¢f 55,271.00]

[ - R RIS G R R SN SRR N

I Mo gaming proceeds this quarter

Complete Part | ‘ Sawve and Continue Later

I Finished

When you select the Part 2 - Prizes
link, you will be presented with a
screen for entering Part 2 - Prizes.

At this point, you will begin entering
report values. ENTER NUMERIC
VALUES ONLY (no commas or dollar
signs. Example: 10000.89 not
$10,000.89).

To move from field to field, use the
mouse cursor or tab key. As you
enter values in the form fields,
calculations will begin to appear for




line item 12f.

You are filing form 'Quarterly Financial Report' Part 2 - Prizes

[ Part 1 - Receipts 12a, Bingo Games g 18,447.00 |
[~ Part 2 - Prizes 12b. Bingo Session Instant Bingo, Seal Cards, Full-Tabs $| 25,459.00 il
[T Part 3 - Expenses 1Z2c, Bingo Session Treasure Chests and Raffles $| il
[T Part 4 - Cash Reconciliation 12d. Door Prizes $| 240,00 2
7 Part & - Requested Information  |12e, Raffle and other Gutside Garning $|7 i
¥ Part 6 - Fees 12f, TOTAL FRIZES AWARDED $| 44,144.00 7
[T Mo gaming proceeds this quarter
Complete Part | | Sawve and Continue Later I Finished
You are filing form 'Quarterly Financial Report' Part 3 - Expenses
When yOU SeIeCt the —Part 3 - ¥ part 1 - Receipts 13. Cash Payments from Funds at Bingo Session $| | i
EXI !enses ||nk, you Wlll be presentEd ¥ Ppart 2 - prizes 14, Cash Shortage or Qverage (If overage, enter as negative) 4 H
. : [T Part 3 - Expenses 15. Payments to Registered Suppliers (paper, instants, seal cards, daubers... 2
with a screen for entering Part 3 - P . J 2 PRISTE (e )8 E
7 Part 4 - Cash Reconciliation 16. Rent paid for Electronic Bingo Devices 4 z
Expenses [T Ppart & - Requested Information |17, Raffle Supplies E 7
¥ part 6 - Fees 18, Bingo Hall Lease Payments 3 H
At thls pOInt, you W|" beg|n enterlng 19. Payments to Department of Charitable Gaming 4 i
20. All other Gaming Expenses 4 K
report Values' ENTER NUMERIC 21a, Use of Proceeds Facility Disbursements 4 7
VALU ES ON LY (nO commas or d0||al’ 21b. Use of Proceeds Charitable Donations 3 1
SlgnS, Exam ple enter 1000089 not % 21e. Use of Proceeds Transfers to Restricted Account 3 2
$1O OOO 89) 21d. TOTAL USE OF PROCEEDS % 0.00 2
! ) ' 22, Business Expenses § 2
23, TOTAL DISBURSEMENTS 3

To move from field to field, use the
mouse cursor or tab key. As you
enter values in the form fields,
calculations will begin to appear for
line items 21d and 23.

M Mo gaming proceeds this quarter

Complete Part | ‘ Sawve and Continue Later

| Finished




When you select the Part 4 - Cash
Reconciliation link, you will be
presented with a screen for entering
Part 4 - Cash Reconciliation.

At this point, you will begin entering
report values. ENTER NUMERIC
VALUES ONLY (no commas or dollar
signs, Example: enter 10000.89 not
$10,000.89).

To move from field to field, use the
mouse cursor or tab key. As you
enter values in the form fields,
calculations will begin to appear for
line items 29, 30, 31d, 34, and 35.

NOTE: Line 30 must equal Line 35 to
be able to finish and submit the
report. If these values do not match,
you must check your information and
make the changes necessary for your
report to balance.

You are filing form 'Quarterly Financial Report' Part 4

- Cash Reconciliation

% Ppart 1 - Receipts
[F part 2 - Prizes

¥ Ppart 3 - Expenses
[T Part 4 - Cash fecondiliation

[T Ppart 5 - Reguested Information

¥ part 6 - Fees

24, Beginning Reconciled Bank Balance

25. Beginning Cash on Hand

26. Returned Checks Collected (redeposit of bad checks)
27. Earned Interest Income

28. Deposits from Mon-Gaming Sources

29. Total Receipts for GQuarter {line 10 part 1)
30, TOTAL FUNDS AVAILABLE

3la. Bank Statement Balance - End of Quarter
31b. Add Deposits in Transit

31lc. Subtract Qutstanding Checks

31d. ENDING RECONCILED BAMK BALANCE

32. Ending Cash on Hand

33. Returned Checks (bad checks from players)
34. Total Disbursements for Quarter

35, TOTAL FUNDS ACCOUNTED FOR

| 55,971.00
G| S5,971.00
$
Ed
3
% 0.00
$
Ed
3] 54,473.00]
§  ood
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[T Mo gaming proceeds this quarter

Complete Part | | Save and Continue Later

| Finished

When you select the Part 5 -
Requested Information link, you will
be presented with a screen for
entering Part 5 - Requested
Information.

At this point, you will begin entering
report values. ENTER NUMERIC
VALUES ONLY (no commas or dollar
signs, Example: enter 10000.89 not




$10,000.89).

To move from field to field, use the
mouse cursor or tab key.

You are filing form 'Quarterly Financial Report' Part 5 - Requested Information

¥ Ppart 1 - Receipts

¥ Ppart 2 - Prizes

¥ Ppart 3 - Expenses

¥ Ppart ¢ - Cash Reconciliation

[T Part 5 - Requested
Information

¥ Ppart 6 - Faes

11x. Winner-Take-All Receipts $|

11y, Bingo Attendance {Customer Count)

I

2

[T No gaming proceeds this quarter

Complete Part | | Save and Continue Later I Finished

When you select the Part 6 - Fees
You will view a completed Fee Form

You are filing form 'Quarterly Financial Report' Part 6 - Fees

¥ Part 1 - Receipts
¥ Ppart 2 - Prizes

¥ part 3 - Expenses
[¥ part 4 - Ccash Reconciliation

¥ part 5 - Requested Information

¥ Part & - Fees

1la. Audit 8 Administrative Fee $| 629.67
11b. Late Filing Penalty 4 0.00
1lc. TOTAL FEE QUE WITH REPORT % 529.67

I--0

]

I Mo gaming proceeds this quarter

Complete Part Sawve and Continue Later Finished




After completing all parts of the
financial report and clicking on the
"Finished button”, you will be
presented with a Confirmation
screen, showing all the values that
have been entered for your report.
You must review your information
carefully. Any necessary changes
must be made at this point. Use the
“Back” button located to the left of the
"Submit" button to return to update
any report parts.

Once you have verified that the
information is valid, click on the
"Submit" button to finalize and submit
your financial report.

"}g Organization Information =
Moose Lodge - DCG# 9384
P. 0. Box 602
Anywhere, WA 222220000
DCG Mo 5384

Back | it For thggzﬁﬁﬁ"{):'g'?ﬁﬂfn'ag' ;{:r?g:t, 2006

Fart 1 - Receipts

1. Bingo Faper Sales Before Discounts $20,107.00
2. Electronic Bingo Device Sales Before Discounts £0.00
3. Bingo Session Instant Bingo, Seal Cards, Coin Board Sales $35,723.00
4. Bingo Session Treasure Chests and Raffle Sales $0.00
5. Bingo Session Miscellaneous Sales (Daubers, Tape, etc.) $141.00
&, GROSE RECEIFTS FOR ALL BINGD SESSIONS $55,971.00
7. Discounts Given $0.00
. ADJUSTED RECEIPTS FOR BINGS SESSIONS $55,971.00
9. Raffle and other Gutside Gaming Sales $0.00
10, TOTAL RECEIFTS FOR QUARTER $55,971.00
Part 2 - Prizes

12a. Bingo Games $18,447.00
12b. Bingo Session Instant Bingo, Seal Cards, Pull-Tabs $25,459.00
12c. Bingo Session Treasure Chests and Raffles $0.00
12d. Door Prizes $240.00
12e. Raffle and other CQutside Gaming £0.00
12f. TOTAL PRIZES AW/ARDED $44,146.00
Fart 3 - Expenses

13, Cash Payments from Funds at Bingo Session $480.00
14, Cash Shortage or Qverage (If overage, enter as negative) £4.00 [
15. Payments to Registered Suppliers (paper, instants, seal cards, daubers...) $1,249.00
16. Rent paid for Electronic Bingo Devices +0.00
17, Raffle Supplies £0.00
18. Bingo Hall Lease Payments £0.00
19. Payments to Department of Charitable Gaming $1,155.00
20. All other Gaming Expenses $360.00
Z1a. Use of Proceeds Facility Disbursements $3,903.00
21b. Use of Proceeds Charltable Donations $3,126.00
21c, Use of Proceeds Transfers to Restricted Account $0.00
21d. TOTAL USE ©F PROCEEDS $7,029.00
22, Business Expenses $2,585.00
23, TOTAL DISBURSEMENTS $57,008.00
Part 4 - Cash Reconciliation

24 Beginning Recondiled Bank Balance $8,552.00 %

This screen will be displayed showing
the amount of fees including late fees
that are due.

Click on the "Pay Fee" button to
continue.

Application Steps Application Fee

P Pay Fee Fee Type Total Amount Due
Logout 02 Chuarterly Audit and Adrinistration Fee F629.67




This screen will be displayed to allow
you to electronically pay your fees.

After entering the required
information, click on the "Submit"
button to process the payment.

This will conclude your reporting
process and initiate the transfer of
your fees to the Department of
Charitable Gaming.

Application Steps Billing Information

Haome Enter the biling name and address below. This name and address must be the same as associated with the credit card or bank account you are using

Logout

*Firat Name'l
*Last Name:l
[}\ *Street Address'l
*Cnv:IUnknown
*State:INA

*Zipcnde'lDDUUU
“Country:l = l

This is & secure electronic payiment site. Pleaze enter your credit card or bank account information and click the Submit button to pay your fees and submit your application. Once you click
submit, you have submitted your applicstion and fees to the DCG for processing. Yiou wil receive a confirmation page which includes a receipt number. Please print off this confirmation page

and retain for your records. The confirmation page will serve as your receipt.

Select One Payment Method
& Credit Card

Credit Card Type: m
Credit Card Mumber:
(Humbers anly, no dashes urspacEsJ

Securty Code:
(last3 digits on back of card.|
Refer to image at right))

Expiration Date: | 07 'l 2008 'l

" Bank Account
Routing Mumber:
(Numbers only, no dashes orspaces)
Account Mumber;
(Humbers anly. no dashes orspaces)

Amount Due: $529.67

Total Amourt: |629.67

NAME 0123
DRESS
CITY, STATE ZIP 01-23456789

PAY TOTHE
ORDER OF | $

DOLLARS

BANK NAME
ADDRESS
CITY, STATE ZIP

FOR

nO173L5E7E% OL23LSERVAADL2IF Oi23
| |

T T
Routing Number Account Number




Your Payment Receipt screen will be
displayed. Please click on the “Print
Receipt” button to print a copy of the
receipt for your records. Your report
is now finished and you may either
return to other sections of the DCG
site or close out your browser.

Payment Receipt

ou may print this pade as a receipt for your records.

Paymnent received - thank you.

Do Mumber: 9384

Agency. DCG

Process: processsUB

Authorization Code: XSealB0539025415352c00
Received Amourt: $629 67

Received Date: 37530720068 9:54:00 P
Transaction IT: 5

FOAE WA ARNE 11 Credit Card Mumber;
$0.00Balance:

Tatal Paid:

Frint Feceipt Close Window




